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AkPLICATION FOR RECORDS DISPOSITION STANDARD ! 81 . *  - 

3STRUCTIONS: Prepare in duplicate and fonward to the Records Management Analyst. Management Systpms Division 
3 11~111 , Diviwon Sulnlivision & Administering Oftice Addr* I FOR RECOROS MANAGEMENT OlVSlON USE 

Off ice  of the  General Manager 
Publ ic  Information Div i s ion  
401 W .  Peacht ree  S t r e e t  
A t l an ta ,  Georgia 303 65 

I ' a t e  Rreiuad Application No. Date Completed 

C 
1. Application 2. Dwl. Application No. 

I 

4. Person to Contact 6. Telophom Number 

- 58 6- 5 1  56 - P a t  Stephens 
-.I=--:-.--- 

7. Actlon Rntucsted 
a. t l  Establish Retention Schedule; record wi) continue lo  accumutale. 
b. 0 Dispose of present accumulation: no further accumulation snticifmtd. 
c. 8 A m e n d  Application No. - 7 Check One: ,dCheng.; 0 Supercod*: 0 Void 

by tirle used in office; if different) 

I Earliest Latest 
Media Rela t ions  F i l e  

What IS the function of the Division and the Office in whlch *is record sorb# IS cneted? 
-J 
0 Dwrion and Office Function 

he Div is ion  of P u b l i c  Information se rves  as  t h e  public information advisor  
o the  .MARTA Board, the General Manager, A s s i s t a n t  General ?4anagers, and 
e n e r a l  MARTA s t a f f  as requi red ;  develops and main ta ins  a public information 
rogram for  XARTA about bus and r a i l  ope ra t ions ,  r a i l  c o n s t r u c t i o n  and 
t a r t - u p  program; main ta ins  an i n t e r n a l  communications srogram t o  keep 
mployees informed, aware, and knowledgeable; develops s p e c i f i c  publ ic  i n fo r -  
a t i o n  p r o j e c t s  and ceremonies designed t o  h i g h l i g h t  WGTA a c t i v i t i e s ;  
uppor t s  other !4ARTA s t a f f  agencies  on an  as - requi red  basis; and main ta ins  

t r a n s i t  schedule informat ion  se rv ice .  

I Record Series Description This file contains the followim) documenis (mclud. form numben and trtles, If my): 
Attach samples of the fit*. 

Documents relating to t h e  d i s  tr ibu t i o n  of informa t i o n  t o  the news media, media 
releases of newsworthy items, news a r t i c l e s ,  and similar 
pub l i ca t ions ,  speeches by Board of D i r e c t o r s  and General Xanager. 

Included are news r e l e a s e s ,  newspaper c l i p p i n g s  (mul t ip l e  newspapers, out-of- 
s ta te ,  and p r o f e s s i o n a l  p u b l i c a t i o n s )  , speeches made by 
Board members. 

File IS arranged: Chronologica l ly  by month by yea r .  

~ 

; Firtesen 10 twenty-four month old 5 10 w often are records referred to which are 

, %en 10 1yvelva months old 
18 ' Monthly Reference Rate 

One to six months old 

twenrv4ive months and older - 3 7  

Annual Rate of Accumulation of Records 
. 

Letter-sire drawers 12 ; Legal-size drawers . Shelves ; O t k  iw6ClfV) 

3012 13/76) 



X 
X 
X 

I years. d. Audi tpar i9 years. a. State Law 

b. Statute of limitation Years. e. Admintrtraliw need Perm. , yaars. 

yaars. ’ 1. Federal retention instructtons years. c. Federal Iew 

If yes. where? 
Is this series lor a majorporrion of it) regularly microfilmed? 

Does tha racord series rdult  in a computer printout? 

-- 
i. 

i .  

Attach copy or axceit of luws or regulations. Explain administrative nuart. , 

- 
16 Amroved Dtspmtlon Instructtons This ngencv recommends that the fole win be cut oll at ihe end of each 

0 Hold in tha current filn area monthkl 1 vear(s1; then 
0 Transfer to local holding area; hold 

0 Transfer to State Records Center; hold 

0 Oatroy. 

0 Othar l S p ~ i l y l  

yeark); than 

vaarkl; then 

T!ansfer to State Archives I& wmaneni ratention. 



&PLlCATlON ;OR RECQRDS DISPOQTION-STANDARD 

INSTRUCTIONS: Prepare in duplicate a r k  forward to the Records Management Analyst, Management Systems Division 

3 Dept , Division. Subdivision & Administe ECORDS MANAGEMENT, DIVISION USE 
Date Received Application No. Date Completed 

AUG 1 2  1976 Clb4%7 AU6 n 7 1976 Department of  Planning & Publ ic  A f f a i r s  
Publ ic  A f f a i r s  

A t l an ta ,  GA 30303  
1 0 0  Peachtree Street, S u i t e  1300 ' 1. Application 2. Dept. Application No. ' 

- 
- - 7 6 . o n e  Number 

--___- 
1. Person to Contact 5. Working Title 

Mawer I . -  586-5165 _ -  ~~ Dennis ~~ ~ Mollenkamp 
~ .-4==.-. - 

7. Action Requested 
a. Establish Retention Schedule; record wil l continue to  accumulate. 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Application No. - -4- Check One: 0 Change; Supercede; 0 Void 

B. Dates of Series I 9. Records Series Title lfollowed by tirle used in office; if different) 

Earliest 1 9 7 2  Lates tPreSe  
MARTA N e w s  Cl ipping F i l e  

1.- I 
0. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

See Attached 

._ _ _ _ _ _ _ ~  
I ,  Record Series Description This file contains the following dohments (include form numbers and titles, if any): 

Attach samples of the file. , ' 

Documents relating to:  t h e  d i s t r i b u t i o n  of information t o  t h e  news media , media 
releases of  newsworthy i t e m s ,  news art icles,  and similar 
pub l i ca t ions .  

Included are: news releases, newspaper c l i p p i n g s  (mul t ip l e  newspapers, 
ou t -of -s ta te ,  and p r o f e s s i o n a l  pub l i ca t ions )  

File i s  arranged: chrono log ica l ly  by month by year  . 

_ _ _ _ ~  
2 Monthly Reference Rate How often are records referred to  which are 

One to  six months old -A- ,Seven to  twelve months o l d 1 0  ;Thirteen to  twenty-four months o l d 5  ; 

twenty five months and older - 1 ? - 1  

. &- - ~~ - - __ ~~--I____ 
3 Annual Rate of Accumulation of Records 

Letter-size drawers 2 1/2: Legal-size drawers ~ - ;Shelves ~- ; Other (specifv) ____ 

3012 13/76] 



. .  . ._ I I~ *- 14. Questionnaire (Place an "X" in the proper column) = = *  >+ ---- 
a. I s  th is the official copy of the series? 

If  not, where i s  it? 

b. Does the series contain cohfidential information requiring recurity handling? If yes. cite law or regulation. 
A - - .. 

81 .~ - 

_. - - .-&*..-~. -. 
i .  

-._ ~~ ~ .__ c. I s  this a vital recoid? I 

long term research value? Poss-ibLe ~ res_earxhLwalu!___-  ~ 

e. When one or two documents in the file make i t  necessary to keep the entire f i le  for a long period, could these documents be 
pcheduled separately? 

f. 
g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 

I f  yes, attach copy. 
h. I s  there a duplication of this series in your office, or in another office or agency? 

.~ ___ 
I s  the information contained in this series ever published? If yes, attach copy. ... - - .- - - - 

~~~~ - 

~~~ 

I f  yes. where? 
I s  this series lor a majorportion of it) regularly microfilmed? 
Does the record series result in a computer printout? 

- 
~~~ . ____- -. . ~. -~ i. 

j. .- ._ __ -. -__ 
The following requires the series to be kept: a t  n Requirements 

a. State Law ___- years. d. Audit period years. 
b. Statute of limitation . - years. -0. Administrative need . ~ ___ _Perm..- years. 

__ years. c. Federal law -- years. f. Federal retention instructions 

Attach copy or excert of laws or regulations. Explain administrative need. 

~ 

16. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

?!I Calendar Year; 0 Fiscal Year: 0 Other --_ then, 

0 Hold in the current fi les area -month(s) 1 - _ _  yeark); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold ~ 

0 Destroy. 

0 Other /Specify) 

yeads); then 
yeark); then 

Transfer to State Archives for permanent retention. 

These instructions apply to al l  prior and future accumulations of the series. 

(Indicate briefly rationale for recommendations ebovelor write additional remarks): 
~~ - I 

- 17. APPROVALS _- -. - - - I_~_~.._.~_.~~ I_ 

Approved Department Records Management Officer Date Date 


